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Dedication 
Brotherhood of St. Andrew 

Operating Guidelines 
 

 
These Operating Guidelines are dedicated to our faithful Brother, John Springer, the primary 
author of these Guidelines.  John served our chapter in several Board positions including 
President (1991), Treasurer (2004 & 2005) and Treasurer again (2008 & 2009).  He also served 
as Secretary in 2011.  John was a thoughtful, faithful Christian Brother to us all.  His love and 
dedication to service within the Brotherhood and our Parish Family were an example to 
everyone.  Though we will miss John’s insight and wry humor, we know he has been called 
again to serve the larger Brotherhood of all Christians with our Lord.   
 
These Guidelines would not have been possible without the loving dedication and knowledge 
of John Springer.  To him we dedicate these Guidelines in memorial of his life and service to 
The Brotherhood of St. Andrew, God and our Lord and Master Jesus Christ.   
 
 
Dedicated on John’s passing, Thursday, August 29th, 2013.   
 
 
Reed Heddleston, Director 
Brotherhood of Saint Andrew Chapter 
Pohick Church, Lorton, Virginia 
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Introduction:   

These are the Operating Guidelines currently in effect relating to the Pohick Church Chapter of 

the Brotherhood of St. Andrew (“BStA”).  The chapter, currently the largest of the Brotherhood 

Chapters nationally, was founded in 1893 and re-chartered in 1984 and has operated 

continuously since. For more about BStA see:  http://www.brothersandrew.net/   

 

1. Chapter Year:  November 30 of each year is Saint Andrew’s Day on the Episcopal Church 

calendar and marks the beginning of the chapter year.  Chapter Officers are elected and 

installed to coincide with the Chapter Year as adjusted to the following Saturday.    

For example, in 2011 St. Andrew’s Day falls on Wednesday, November 30, 2011 so the year 

would begin on Saturday December 3, 2011 et seq., which would be the date on which new 

Chapter Officers are sworn in at a Eucharistic Service held on that Saturday. 

2. Annual Activities:  A guide for each event and requirements for completion is found in the 

appendices of the Operating Guidelines. 

• George Washington Birthday Eucharist, Breakfast and historic presentation 

• St. Patrick’s Day Corned Beef & Cabbage Dinner 

• Crab Feast 

• Annual Fair Food Concession 

• Special Events: e.g. – Recruiting Dinner; Shrine Mont Cleanup; twice annual Parish 

cleanup 

 

3. Chapter Officers and Duties of the Chapter Officers 

3.1. Director - The Chapter Director conducts all meetings of the chapter unless absent in 

which event the senior most ranking officer will conduct said meeting.  The Director 

shall represent the chapter before the National Brotherhood of St. Andrew and Pohick 

Church.  The Chapter Director shall serve a term of one year.  As the presiding officer of 

the chapter the Director coordinates planning for weekly scheduled meetings, for 

worship, for study and all other chapter events. The Director is the key contact person 

for the chapter, is responsible to complete an annual report to the Brotherhood National 

Office and provides the leadership in following the Brotherhood Disciplines of Prayer, 

Study and Service. The Director is the lead Brother Andrew for evangelism outreach in 

the parish and in his community. He is the liaison with his parish clergy and its other 

organizations and represents the Brotherhood to his fellow parishioners. He may also 

take a leadership role in his Assembly, Province or at a National level, and may be the 

chapter’s representative at our annual National Council Meetings.  The Director may 

from time to time appoint Brothers to be temporary Committee Chairs to address certain 

specific issues other than the functions specified in these Guidelines.   

http://www.brothersandrew.net/
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3.1.1. Chair for BStA Communications –  The Director will appoint a current Brother 

as the lead for external communications of the Chapter’s activities.  He will work 

with the Parish Communications Commission Chair to include coverage of the 

following activities:   

3.1.1.1. Coordinating with Event leads to ensure their events are properly 

advertised in local and DC papers as appropriate.   

3.1.1.2. Ensuring events of note are listed the Pohick Post 

3.1.1.3. Ensuring that the events are properly advertised in the Sunday Bulletins, 

Tidings. 

3.1.1.4. Where appropriate work with the Communications Committee for external 

signs, sandwich boards and banners to advertise BStA events.   

3.1.2. Attendance at National or Provincial BSA events.  The Director will normally 

be the attendee at such events representing our chapter but may appoint a designee if 

he is unable to attend.  The Brotherhood will reimburse reasonable costs for such 

attendance.   

3.2. Vice Director - The Vice Director presides at meetings in the absence of the Director. 

He will assist the Director with any planned activities needing his leadership, or to be 

responsible for what is delegated to him by the Director. The Vice-Director shall serve a 

term of one year.  He may attend other meetings as requested as a representative for the 

chapter or it’s Director. The Vice Director may be a mentor to new members or be 

assigned other specific duties, such as mentoring a Junior Chapter as one of the adult 

leaders.   

3.2.1. Mentor Program 

The Vice Director shall be responsible for administering the Mentor Program as 

directed by the Director.  This program is described in Appendix P. 

3.2.2. Brotherhood Calendar of Events 

The Vice Director shall prepare the calendar for the BStA events for the coming 

year for review by the Chapter officers and approval by the Chapter.  Thereafter he 

will maintain it up to date and ensure its distribution to the Chapter membership.  

Changes to the calendar which involve addition / deletion of scheduled BStA events 

will be resubmitted to the Chapter for review and approval.   

3.2.3. Election- 

 The Vice Director shall be elected by ballot at a chapter meeting closest to but 

before St. Andrew’s Day for a term of one year (see Chapter Year).  The Vice-

Director will normally succeed the Director when the Director’s term of office 

expires at the conclusion of the chapter year.  Should the Vice-Director be unable to 

serve as Director for whatever reason during the ensuing chapter year, then there 

shall be an election held following nominations from among the eligible chapter 

Brothers to elect a new Director. 
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3.3. Secretary - The Secretary functions as a recorder of minutes as taken at meetings and 

communicates to the membership reminders about the next meeting or notices for other 

event dates and times. The chapter Secretary shall serve for a term of one year.  The 

Secretary will act as liaison with the National Brotherhood of St. Andrew offices in 

Ambridge, PA to: (1) manage the membership of chapter Brothers in the National 

Brotherhood of St. Andrew, a requirement for membership in the Pohick Chapter and 

encourage new members to promptly submit applications for membership as 

appropriate; (2) maintain and publish a meeting Weekly Report for each meeting; (3) 

prepare and distribute the schedules for cooking teams, lesson leaders, food runs and 

community lodgings periodically to assure fair distribution and ample preparation time 

for assignees; (4) assure that the chapter archives are properly maintained and stored; (5) 

such other duties as reasonably pertinent to conduct of the office. He may be asked to 

write letters or send e-mail messages as asked by the Chapter Director. He may also be 

asked to submit articles for publication in the St. Andrew’s Cross Magazine, for his 

parish bulletin or newsletter, and Province newsletter. He may be asked to order supplies 

for his chapter, such as Handbooks, pins, brochures and any other items determined to be 

needed.  

 

3.4. Treasurer - Because the chapter funds management is an involved and time-consuming 

process, a custom has emerged of having the Treasurer commit to serve two consecutive 

one-year terms to the extent that person can so commit.  The Treasurer collects funds 

received by the chapter, deposits them at a local bank and disburses these funds as 

authorized by the Director or as a chapter requests him to.  He will submit a report at 

chapter meetings as requested, and the Treasurer's records must be audited annually by 

the Chapter Director, or someone appointed by him, as any parish organization is asked 

to do. A checking account can be opened independently of a parish’s general funds bank 

accounts, if decided, and with strong emphasis in choosing a bank that offers no fee 

checking. The account must be opened as a non-profit and be designated by the Chapter 

number and parish name, and as an example may have as its account title the wording: 

Chapter # 4859-S of The Brotherhood of St. Andrew, or Chapter # 4859-S, Pohick 

Episcopal Church, The Brotherhood of St. Andrew.  

 

4. Election of Officers: On the Saturday immediately preceding St. Andrew’s Day, the Chapter 

elects new officers for the coming Chapter Year.  At least two weeks prior to the day of the 

vote the Director will appoint a nominating committee to consist of three Brothers at least 

one of whom has served as Director at some point previously and the Rector who shall be an 

ex-officio member.  The Nominating Committee will propose a slate of nominees to stand for 

election.  To be qualified the nominee must be a member of the national Brotherhood of St. 

Andrew organization and a regular member of the Pohick Church Chapter #0962-S.  The 

nominating committee will endeavor to propose a slate to provide for continuity of 

leadership.  One such way is to have the outgoing Vice Director stand as a nominee for 

Director.   However, by custom, the Treasurer of the chapter serves two consecutive one-year 



 

Brotherhood of Saint Andrew 

Pohick Chapter (0962-S) 

Operating Guidelines 
 

 

Pohick Chapter BSA Op Guidelines Prop Ch 180121  5 of 26 
 
 

terms; so, there will be no new Treasurer nominee every other Brotherhood Year (unless the 

Treasurer is not able to serve a second year).  

 

5. Installation of Officers - Newly elected officers will be installed at a Eucharist Service on 

the Saturday following the election of the new officers. The INSTITUTOR is in our instance 

the Rector of Pohick Church.  The outgoing Director serves as the PRESENTOR of the 

newly elected officers:  Director, Vice Director, Secretary and Treasurer.  The Rector will be 

assisted by one Brother who must be also a LEM.  The Rector uses a standard service from 

the prayer book for the Eucharist (Rite II) and as well when it comes to the actual installation 

then the Brotherhood Devotional Handbook [23rd Edition, June 1996] installation service is 

use and is found beginning on page 23, usually the first Saturday following St. Andrew's Day 

(11/30).  Obviously, the outgoing Director should invite the Rector to officiate and get this 

Service scheduled well in advance to get on the Rector's schedule.  The service starts at 8 

AM on the Saturday following the election.  Following the installation service, we adjourn to 

the kitchen for breakfast cafeteria style (as always) and have a short business meeting and 

then conclude with the meeting closing prayers (opening prayers are not said).  Any of the 

officers can lead the closing prayers.  From that point the new officers assume the head of the 

table and begin their year in office. 
 

6. Meetings of the Chapter:  The meetings of the Pohick Chapter of the Brotherhood of St. 

Andrew will occur each Saturday except as follows: (1) on the day of the Pohick Country 

Fair [first Saturday in October]; (2) when Christmas falls on a Saturday; and (3) special 

conditions preclude meeting such as severe weather events etc.  Meetings held will 

commence at 8 AM (or earlier at the discretion of the Director) and end at 9 AM.  The 

meeting will begin with a hearty breakfast.  At 8:20 AM the lesson leader will lead the group 

in opening prayers.  There shall ensue a short business meeting during which the first order 

will be to review the meeting agenda and assignments.  That will be followed by the 

Brotherhood Intercessory Prayer list for additions, deletions, updates or other information 

concerning those for whom we pray.  Following that the lesson lead will present the day’s 

lesson.  The target for the lesson is between 25 to 30 minutes depending on length of 

business session.  The meeting adjourns promptly at 9 AM. 

6.1. Breakfast Procedure:    By tradition each meeting starts with a hearty breakfast.  The 

breakfast is prepared by members of the chapter.  At present three Brothers prepare the 

breakfast and share in the cost of its ingredients except for coffee (which is provided by 

Pohick Church).  One of the three is designated as lead cook primarily to assure a menu 

is set and that other team members are ready to perform the assignment. A set of keys is 

handed from cooking team to the next cooking team as appropriate, so they can have 

access to the kitchen.  The set of keys unlocks the rear door of the Parish House, the 

kitchen, pantry and has a key for the padlock on the shed.  The Annex tables are set up 

for the meeting as shown in Appendix Q.  The cooking team should arrive early enough 

to cook the breakfast and set the meeting room with placemats, flatware, and napkins. 

The food is prepared in the kitchen and set out on the kitchen center table cafeteria style.  
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Brothers then go through the line and take food and go into the Parish House Annex, 

which is where the meeting is held.  Breakfast is to start promptly at 8 AM with an 

opening prayer by a member of the cooking team.  A period of twenty (20) minutes is 

observed for eating.  Cooking assignments are prepared well in advance, sent by email 

and published on the web site with printed copies made available.  Teams are scheduled 

by the chapter secretary.  Once established, changes to cooking assignments are to be 

accomplished by team members arranging for substitutes if they cannot cook on an 

assigned day and reporting the changes to other team members and the chapter secretary.  

Following the meeting the cooking team cleans the kitchen and readies it for next use 

(all our gear washed, dried and put away) and puts out the trash in the dumpster near the 

portable classroom trailers on the lower parking lot.  Remember also that the cooking 

crew must ensure the building is secured unless there is another group (like Altar Guild, 

Building and Grounds etc.) meeting/working in the building.  Ensure that group knows 

they have lock up.  Locking up the downstairs is usually the Brotherhood responsibility.  

The Organizational Lock up Procedure for the Parish is attached at Appendix N as a 

guide for those who do the lockup.   

6.2. Business Meeting - At 8:20 AM, the meeting commences with the meeting opening 

prayers from the Brotherhood Devotional Handbook, copies of which are set out at each 

place setting for Brothers to use.  Following the meeting opening prayers, any items of 

business are briefly discussed.  Extended discussions are usually not held but only well 

formulated information or motions are considered.  Brothers wishing to provide such 

information or motions will tell the Secretary prior to Thursday before the meeting to be 

considered for the Business Agenda.  The meeting is led by the Director.  

6.2.1. Weekly Agenda and Minutes of Meetings - With the concurrence of the Director 

the Secretary formulates the agenda for each meeting and may distribute it before 

the meeting by email.  The agenda reflects duty roster data current and future, data 

relating to attendance, guests and member birthdays for the coming week.   The 

agenda items for the current meeting are separately listed and minutes from the prior 

meeting are also shown on the report.  For posterity and to foster a corporate 

memory of events, motions and activities, the minutes will be transferred to the 

Brotherhood portion of the Pohick Church website in a section created for that 

purpose.  The Director uses this as a guide for conduct of the business portion of the 

meeting.   

6.2.2. Intercessory Prayer List - The prayer list for the week is kept by a specific person 

designated by the Director for this responsibility, making additions and deletions as 

requested by the Brothers.  The list is updated each week by that person and copies 

are distributed at the meetings.  The list is currently kept in a MS Excel spreadsheet 

and contains the name of the afflicted person, the sponsor name, when the addition 

was made and why the name was added.  This will facilitate follow-up to assure 

names do not stay on longer than required.    For non-members who add names, the 

name will be marked for easy identification.  Usually these are deleted after a month 

unless otherwise updated.   
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6.3. Lesson for the Week – Each week one Brother will lead the study of the lesson, normally 

one chapter of a book of the Old Testament, apocrypha or the New Testament, as listed 

on the Duty Roster as described below in Paragraph 7.  Normally for each Book 

undertaken for Study, one week will be devoted to an overall introduction of the Book, 

followed thereafter by a Chapter by Chapter review of the entire book.  For Brothers 

assigned to lead the lesson, an excellent guide has been prepared by the Pastor and is 

available on the Pohick web site at:   http://www.pohick.org/bsaguidelines.html .  There 

is also frequently a commentary or study guide, from the churches resources, that is 

passed along from one leader to the next Brother to lead a lesson.   
 

7. Duty Roster - The Duty Roster (Schedule) for the year, is maintained by the Secretary and 

updated as necessary.  It is available on the Pohick web site:  

http://www.pohick.org/dutyroster.pdf .  It is also distributed by the Secretary to the members 

when changes are made.  
7.1. Cooking Duty – The initial rotation for Lead Cook and his two assistants is set up by the 

Secretary, using a draw down list to try to equalize the assignments between Brothers of 

our chapter.  If a change is needed after the initial assignment, it is the responsibility of 

the Brother who needs the change to swap with someone or to get an outright substitute 

and to tell the Secretary as described in paragraph 6.1 above.   

7.2. Lesson Lead – Lesson leads are initially assigned in the Duty Roster by the Secretary 

and a “Study Committee”, who formulates the study sequence and recommends lessons.  

Changes to this part of the roster, after it is issued are handled the same way as changes 

to cooking duty as described in paragraph 6.1 above.   
7.3. Food Runs – Brotherhood Food Runs are made by members of the Chapter as listed on 

the Duty Roster.  The assignment is initially made by the Food Run Leader, Mason 

Botts.  Subsequent changes are made in the same fashion as other changes to the Duty 

Roster.  (See paragraphs 6.1 and 7.1 above).  The procedures to be followed to support 

this ministry are found in Appendix O to these Operating Guidelines.   
 

8. Membership – There are no dues for our Pohick Chapter of the Brotherhood of Saint 

Andrew.  Pledges for the National Organization are solicited on an annual basis but are 

voluntary.  Forms for making these annual pledges are available from the Vice Director or 

the Secretary.  They are also available from the national BSA website 

http://www.brothersandrew.net/ under Forms and Membership Application.  All applications 

are to be submitted to the Pohick Chapter Secretary, who records the new member’s data for 

our chapter directory.  The application will then be forwarded to the National (central) office 

of the BStA in Ambridge, PA. along with payment for the first year’s pledge (if any).   The 

Director will assign a Mentor (experienced Brother) [Who has seen many snows and may 

even have snow on top.]  to each new member.  Mentors help the new members be integrated 

into the Pohick Chapter following the guidelines of Appendix P.  Annual renewals of 

membership are sent directly to the National BStA.  Dues reminders are sent generally in 

September of each year and due by November 30 [St. Andrew’s Day].  Our chapter 

http://www.pohick.org/bsaguidelines.html
http://www.pohick.org/dutyroster.pdf
http://www.brothersandrew.net/
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subsequently receives data from national for our members, so it is not necessary to give 

renewals to the Secretary.  
 
 

9. Unscheduled Requests/ Needs for Donations/ Charitable Support from Pohick BStA 

Chapter –   From time to time there are special circumstances which may deserve 

consideration by the Chapter for special financial support from the existing funds of the 

Chapter or special donations/ support from the Brothers of the Chapter.  When these 

circumstances become known to the Brotherhood, the following actions will be taken.   
9.1. The Director shall appoint a committee of three to five brothers to research and evaluate 

the need which has been presented.  The Treasurer shall be one of the members.  

9.2. The committee shall: 

9.2.1. Validate the need.  What is the nature of the need?  Is the need real?  Can our 

donation help, or is it something that money can’t fix?   

9.2.2. Determine the necessity of a BSA contribution.  Why BSA?  Are there others who 

could meet the need? 

9.2.3. Estimate the results of a BSA donation.  How will we make a difference? 

9.2.4. Establish the basis of our information.  How do we know this? 

9.2.5. Determine the priority of the need.   
9.2.5.1. Member of the Parish in need due to illness or misfortune such as fire etc. 
9.2.5.2. LCAC or other local community-based organization such as New Hope 

Housing. 
9.2.5.3. Member of the Community who has an urgent need that we may be able to 

fulfill.   
9.2.5.4. US need such as the disasters of hurricanes or floods.  May prioritize 

needs to parishes in the area that were hit.   

9.2.5.5. Overseas needs with some investigation and validation of the need and a 

mechanism of trusted agent for receipt and transfer of the funds.   

9.2.6. Estimate our ability to contribute.  Do we have the money?  How will it affect our 

annual budget? 

9.2.7. Recommend action to be taken, including a recommendation to contribute or not 

to contribute, a brief justification, and an amount. 
9.3. The Director shall receive the report and act as he deems appropriate. 
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Appendix A - BStA, Pohick Guides 
Chapter History - Pohick BStA Chapter (962-S) 

 

 

 

The Pohick Chapter of the Brotherhood of Saint Andrew is the largest chapter in the United States, having 

over 65 registered members.  The chapter was first chartered in 1893 and re-chartered in 1983.  Attached 

as Tab 1 is an article from the National Brotherhood of St Andrew publication, The Cross, which 

discusses the discovery of the original charter of our Pohick Chapter.   

 

Over the years the Brotherhood has been a pillar of the Parish along with the Women of the Parish (ECW) 

and the Vestry.  In fact, the Brotherhood and the ECW Guilds (Martha’s and Ann Mason’s) work with the 

Vestry on many activities and ministry outreaches.  Good examples are (1) Providing the Pohick Country 

Fair’s Food Concession and Pig Roast and (2) helping with the Apple Butter Weekend, which is a Parish 

wide activity with excellent support and cooperation from all the organization and Parish as a whole.   

 

One of the nicest things said about the Brotherhood is: “We actually do things!”   And the chapter does 

serve the church and the community.  It actually does things! 

 

Over the years since 1983 when the chapter was re-chartered, many men have served as chapter Director, 

Vice Director, Secretary, Treasurer and Chaplain (normally filled by the Rector).  A listing of these 

officers of the Pohick Chapter is attached as Tab 2 to this Appendix.   
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Tab 2
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Organization Lock Up Procedure 

 

Guidance for organizations that periodically use Pohick facilities outside normal working 

hours when the Church staff is not present: nights and weekends.   

1. Generally, if you use a space in the Vestry House or Parish House, put it back the 

way you found it.  That means:  

a. Re-stow tables and chairs if you set them up for your activity unless otherwise 

directed by the Church Secretary.   

b. Lock all doors that were unlocked.   

c. Turn off lights  

d. Shut all doors  

e. Adjust the heat or Air Conditioning per the checklist for the Parish House / 

Vestry House  

2. Use the checklist attached to this Procedure as a guide.  If you do not understand the 

checklist in some respect, ask the staff during the week before you get stuck at night 

not knowing what to do.  The checklist is a guide and does not need to be turned in 

unless you want to report a problem found or difficulty with the checklist.   

3. If there is another group using the facilities when you are ready to leave, come to an 

agreement with them what you will do as you depart.  In absence of an agreement, 

follow the checklist and guidance above.   

4. If you have any problems with Lock Up or questions, slide a note under the Office 

Door or put in the Junior Warden’s box if the Office is open.   

 

 

Fred Crawford 

Junior Warden 

2/10/17 
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Please check off items as they are completed.  In general, lights are to be off and doors closed.  

Vestry House -  

Thermostat is pre-programmed.  Do not turn off heat pump in winter. 

Lights turned off main room. 

Lights turned off and doors locked in both bathrooms. 

Main outside door locked (2 locks) 

Parish House (Anywhere there is a door it should be closed.) 

Front Hallway 

Hallway and entrance lights turned off (dimmer switches must be pushed down until click is heard). 

Thermostat is pre-programmed. 

Main door shut properly and locked 

Classrooms 

Thermostats in A/B and C/D are pre-programmed.  If the thermostat does not say “Following Schedule”  

on the right side of the display, press cancel at the bottom right to shift the mode to follow schedule.   

All windows closed and locked 

Tables and chairs used re-stowed as found 

Lights turned off. 

Downstairs bathrooms (men and women) lights off & no water running, conditions OK.   

Hallway light off 

Kitchen 

All 120v electrical appliances unplugged except microwave 

All stove burners and oven off 

Exhaust fan and light above stove turned off 

Refrigerator doors closed tightly 

Pantry door closed and locked 

Lights off 

Kitchen door locked. 

Annex 

Light switches off (dimmer switch must be pushed down until click is heard.) 

All sliding glass doors closed and locked 

Common Room 

French doors closed correctly and latched. 

Lights off (dimmer switches pushed down until click is heard). 

A/C during summer adjusted per posted instructions. 

 Coke Machine area 

Blower switch for heat in closet turned to night position. 

Lights off. 

   West Stairwell area 

Outside door properly closed and locked. 

Bulletin board light and hall light off. 

   Upstairs Hallway 

Hallway lights off. 

Both doors closed, locked and armed (check with tellers before locking and arming). 

If anyone is still using the facilities, tell them you are locking and come to agreement for securing what remains 

when the activity is done.   

 

If you notice any problems, please note them below and leave the checklist in the office for the Jr Warden: 

 

 

 

 

 _____________________________________  _____________________ 

 Lock-Up Person      Date 
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Appendix O (Rev 4, 8/27/17) – BStA, Pohick Guidelines 
Pohick Church Monthly Food Distributions 

 

The members of Pohick Episcopal Church support a monthly food distribution run to two locations, 

supporting New Hope Housing, and Community Lodgings.  Food for these distributions comes from Food 

for Others, a food bank in Merrifield.  Food for Others requires justification of need, which is done by the 

folks at New Hope Housing and Community Lodgings doing a “due diligence” process to determine the 

recipients are truly needy.  Our role at Pohick is getting the food to those in need.  The charitable 

organizations and the recipients are VERY appreciative of our efforts.   

Steps: 
1. Talk to the other person scheduled for the food run during your assigned month and decide whether you 

want to do the food run together or have one or the other of you do it.    

 

2. Decide what day in the month you want to make the food run, preferably a mid-month Tuesday.    

 

3. A week before you plan to do the food run, contact Mason Botts, Fred Crawford or Tom Bland to 

determine how many families are being supported. Contact information is shown below.  Also call (703-

549-4407) or email (cbraxton@community-lodgings.org) Charlyne Braxton at the Community Lodgings 

office to confirm she will be there to take the food when you plan to go.     

 

4. Call several days ahead to Food for Others to let them know how many bags of food you need for both 

Community Lodgings (2 bags per family) and New Hope Housing (2 bags) that month and find out if they 

can support your planned pickup date.   

 Food for Others location and contact info: 

  2938 Prosperity Avenue 

  Fairfax, VA 22031 

  Phone 703-207-9173 

  Contact Name:  April, who is the warehouse manager. 

 Ask for April in the warehouse.  Let April know you are from Pohick Church, how many bags of 

food you need, and ask if they are able to get them ready on the day you would like to pick them up.  

Occasionally, for various reasons, they are unable to support us on the date we would like to do our 

delivery.  Check with April to see if they have bags on hand; if not, bring bags.    

  

5.  Deliver the food:  

 Leave the note shown as Tab 1 to this instruction with each bag of food so people will know 

where the food is coming from. Make a copy of the note for each bag of food that you deliver.   

 6306 Abilene Street, Springfield, VA 22150. 2 bags each month.  If no one answers when you 

make your delivery at 6306 Abilene Street, just leave bags on front porch by the door.   

 3912 Elbert Avenue, Apt 108, Alexandria, VA 22305, which is the Community Lodgings 

apartments office.  Number of bags each month To Be Determined (see step 3).  

 Two or three days before the day you’re delivering your food, call Charlyne at the Community 

Lodgings office (703 549 4407).   Charlyne or someone designated by her must be available to accept 

the food in person - it is never OK to simply drop off the food at the Community Lodgings office.   

 Community Lodgings and Food for Others is closed weekends and holidays, and Tuesday is the 

best day for Charlyne to get the food to the Community Lodgings residents, so please plan accordingly.   

  

 

mailto:cbraxton@community-lodgings.org
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Additional Information 
 

Food for Others location and contact info: 

  2938 Prosperity Avenue 

  Fairfax, VA 22031 

  Phone 703-207-9173 

  Contact Name:  April, who is the warehouse manager. 

 When you call Food for Others ask for April in the warehouse.  Let April know you are from 

Pohick Church, how many bags of food you need, and ask if they are able to get them ready on the day 

you would like to pick them up.  They occasionally get in big shipments of food and are unable to gather, 

bag and give away food during that time, in which case April will ask you to wait a day or two before 

picking up food.   Food for Others distributed over 2 million pounds of food during 2013 and is 

sometimes VERY busy, so please be understanding.  Check with April to see if they have enough bags on 

hand; you may need to bring your own bags.    

 The two weeks before Thanksgiving and Christmas are unbelievably jammed at Food for Others 

and they are not able to support our food run during those times. If you have the food run during 

November or December, be sure to check with April very early in the month to find out what our window 

of availability is to pick up food.   

 Pre-coordination is the key to success with Food for Others. 

 

New Hope Housing (NHH).   

  6306 Abilene Street 

  Springfield, VA. 22150.  

    2 Bags per month 

 This food run supports the New Hope Housing (NHH) organization.   Please be aware that the 

people in this "bridge" house are moving from various circumstances back into the community. The 

circumstances range from simply being very down on luck due to work force reductions, to recovering 

from substance abuse problems, to mental health issues. Please know that the NHH folks have screened 

these people well and they are in need, and be understanding no matter what you are told when you arrive. 

Those living in this house normally welcome us with a "thank you very much and God bless you!" On 

rare occasions (only a couple of times in 15 years), we get an unusual reaction, when people are new to 

the house and don't know about our service delivering food. Just do your best to explain the circumstances 

and leave the food, but if the person is upset and refuses to take the food, it’s not a problem; just let 

Mason (or Tom or Fred) know right away. Please understand that this is very unlikely to happen, and 

thank you for your understanding and patience as we help these people who are in need. 

 If no one answers the door when you make your delivery at 6306 Abilene Street, just leave the 

bags on the front porch by the door of the house.    

 

Community Lodgings.  Deliver to the administrative office located at: 

  3912 Elbert, Apt. 108 

  Alexandria, VA 22305 

 Community Lodgings was founded by eight churches, and helps families move from homelessness 

and instability to independence and self-sufficiency through transitional apartments.  We deliver food 

monthly, supplementing the federal and state assistance the individuals in these apartments receive.  

Federal and state assistance is normally received at the beginning of each month, so Community Lodgings 

has asked us to do this food run toward the middle of the month.  
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 There is considerable turnover in the transitional apartments.  Please be sure to check with Mason 

Botts (or Tom Bland or Fred Crawford if Mason’s not available) a week before you plan to do the 

monthly delivery.  They will contact Community Lodgings to find out how many families are currently in 

their apartments and how many bags of food are needed that month.   

 We normally provide 1 or 2 bags of food for each apartment being supported at Community 

Lodgings.  The number of apartments occupied varies, but you might be delivering as many as 20 bags of 

food.  The usual number is smaller, but if you find you will have a large number of bags and your car will 

not be big enough, please work with the other person scheduled with you to do the food run to resolve the 

issue.  If you need help, just give Mason, Tom or Fred a call.  

 We deliver all the bags of food for the Community Lodgings apartments to their administrative 

office. The office will distribute the food to their apartments.  As soon as you know when you plan to do 

the food run, it's vital that you give the office a call to be sure the office will be open and that Ms. 

Charlyne Braxton will be there to take the food.  The food must be delivered personally to Ms. 

Braxton or to someone she has personally (that month) told you is authorized to receive the food, 

and it is never OK to leave food outside the door of the Community Lodgings office.  The number for 

the Community Lodgings office is 703.549.4407 and the primary point of contact is Ms. Charlyne 

Braxton.  If Ms. Braxton is not available, contact Mason Botts, Fred Crawford or Bill Bland.  The office 

is closed weekends and holidays, so please plan accordingly.   

 Elbert Ave is a short street that runs between Four Mile Rd and West Glebe Rd in the Arlandria 

area of Alexandria.  From I-395, take the Glebe Rd exit and go a short block west on South Glebe Rd to 

the light and bear right across the bridge to West Glebe Rd.  Go a few blocks down West Glebe Rd to a 

left turn on Elbert Ave.  You'll find the Community Lodgings building about 2 blocks down Elbert Ave 

on the left.  There may not be a sign for Community Lodgings on the building, but the building is marked 

with the 3912 Address.  There are three buildings together and 3912 is the center one.   

 

Please give Mason a call if you have any questions.   Tom Bland and Fred Crawford have kindly 

volunteered to help, so if you have a problem getting Mason, call one of them. 

Contact info for Mason, Tom and Fred:  

-  Mason Botts: mason.botts@verizon.net; 703.239.8852 (home); 703.395.0885 (cell). 

-  Fred Crawford: frcrawford205@comcast.net; 703-680-1664 (home); 703-994-5236 (cell). 

-  Tom Bland: tbland6677@aol.com; 703.978.2286 (home); 703-501-5269 (cell). 

 

Thanks very much for your help with this ministry -- You Make A Difference!! 
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Pohick Church Food 

Delivery 
Hello! 

 

This food is being delivered to you by members of Pohick Episcopal 

Church.   

 

Please call your caseworker at Community Lodgings (CLI), or New 

Hope Housing (NHH) if you have any questions.   

 

Thanks very much, and God Bless You.   

___________________________________________ 

¡Hola! 

 

Este alimento es entregado a usted por personas de Pohick Iglesia. 

 

Por favor llame a su asistente social en el Community Lodging (CLI), 

o New Hope Housing (NHH) si usted tiene alguna pregunta.   

 

Muchisimas gracias, y que Dios los benidiga.   

 

        Mason Botts 

        703-239-8852 
Tab 1 
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Appendix P -  BStA, Pohick Guidelines 
Mentor Program - Pohick BStA Chapter (962-S) 

 
This program is intended to supplement the information found in the Chapter Reference Manual, pp 67 
and 68.  It is intended to receive new members into our chapter as well as providing a personal contact 
for members of the EYC or YAP who may visit and ultimately join our chapter.   
 
The concept in either case is simple:  Provide an experienced member of our BStA Chapter who can be a 
personal point of contact/ mentor for the new member or member of EYC or YAP.  The Mentor must take 
on the following as a part of the mission:   
 

1. Be willing to greet our newcomer and make them welcome.   
2. Be willing to introduce the new person to others in the BStA.   
3. Be able to talk to the new member to find out about their family, work, hobbies and any other 

areas germane to the individual.  For example, with our EYC members, what they are studying in 
school, what they will do next, sports etc.  Welcome them in participating in BStA activities to the 
extent their schedules and desires fit.  The fellowship is very important.  

4. Able to give their own calling card or phone number, email etc. to the new member and get theirs.  
Maintain contact.   

5. If an EYC is going off to college, get their address there as well as cell and email.  Make it a point 
to keep in touch with them and find out how they are doing.  Be a mentor to the extent it is 
reasonable to do so.  When they are near graduation provide help as they may desire with job 
search in a Christian mentoring way.  Emphasize the importance of working somewhere where 
doing the right thing for the right reason is valued.   

6. In the case of our YAP members, be interested in where they are at and where they are going.  If 
BStA seems to be a part of the connection that would benefit the individual, help them make that 
decision.  Share with them experiences you have had which may be germane to the situations 
they are facing.  Be a brother, not a parent.   
 
 

There are a number of items about the Brotherhood that newcomers may not know.  The following list is 
not all inclusive but a place to start.   

1. Our chapter has no dues.  Voluntary pledges only are paid to National BStA with the applications 
going through the secretary to ensure the chapter has the same information on address/ phone/ 
email etc. that national does.  Vice Director or the Secretary has printed applications or they are 
available from BStA National at: http://www.brothersandrew.net/ 

2. Our duty roster is available on line at Pohick’s web site: http://www.pohick.org/   Look under 
Ministries and Brotherhood of St. Andrew.  Please talk to the Chapter Secretary about integration 
of a new member into the duty roster.  Best if they are invited to be an extra hand to the mentor 
first time round.  Explain the roster rules:  You get your own sub if you cannot serve as assigned 
and let the Chapter Secretary know what has been worked out.   

3. The list of Chapter BStA members is available on the Pohick web site with proper password.  
Provide that to them.  If there is a question about this ask the Chapter Secretary.   

4. Food Run Lead is Mason Botts with Fred Crawford and Tom Bland as alternates.  Call one of 
them or talk to them at Brotherhood to get the latest data on the food runs we conduct.   

5. Pohick sponsored Breakfast/ Dinner/ Other events are:  
a. Monday in February – Washington’s Birthday Service and Breakfast 
b. Nearest Saturday to St. Patrick’s Day – St Pats Dinner 
c. 1st Saturday after Labor Day – Crab Feast 
d. Last weekend in September – BStA is key part of Apple Butter Weekend 
e. Saturday - 1st weekend in October – BStA Food Concession at the Country Fair plus help 

with set up take down etc.   

http://www.brothersandrew.net/
http://www.pohick.org/
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To those Expressing Interest in the Pohick Church Chapter of the 

Brotherhood of St. Andrew 
 
General Statement: 

The Pohick Church Chapter of the Brotherhood of St. Andrew (”BStA”) is a men’s group that was 
originally chartered in 1893 then re-chartered in 1984 (with then Rector Fr. William Brake) by the 
Brotherhood of St. Andrew, Inc., the national Brotherhood organization.  As of 2011 the Pohick Chapter 
was the largest chapter in the United States. 

Our goal is to pray daily for the spread of Christ’s kingdom; to study the Holy Scriptures regularly; 
and to make continuous efforts week by week to bring others nearer to Christ through his Church.  This 
theme will echo through almost everything we do.  We are essentially a men’s Christian service and study 
organization dedicated to help whenever possible the less fortunate and those in need.    
 
Meetings: 
 The Chapter members (Brothers) meet every Saturday of the year from 8 AM to 9 AM (except on 
the day of the Pohick Fair and any Saturday that happens to be Christmas or New Year’s Day).  The 
timing is important.  We start promptly and end promptly so that Brothers may then pursue their day with 
a nutritious breakfast and be fully charged with spirit of the Lord.  Our meeting time is divided into three 
segments including (1) eating breakfast, (2) participating in a short information session and (3) Bible 
Study.  Each segment is approximately 20 minutes.  We try manage the schedule to ensure we have 25 
to 30 minutes for Bible Study.  A lot of the Brothers show up early to converse with each other and to offer 
helpful comments to the cooks. This can result in an early start just to get the Kitchen Cabinet out of the 
cooks’ hair.   
 
Duties: 
 Brothers help in the general in a variety of ways to assure that the mission is accomplished.  
Among some of the things we do are: 

• Cooking breakfast as part of a three Brother team  

• Acting as lesson leader when studying Bible lessons 

• Volunteering to take groceries to the needy 

• Assisting the several annual Brotherhood sponsored events 
To accomplish cooking rotation equitably a duty roster is made up annually drawing on members to share 
the load.  The cooking team members choose the menu, buy the food and then cook it for the enjoyment 
of the Saturday morning attendees.  Members are also asked to take at least one tour at leading the Bible 
study (we usually read one chapter of the Bible at each meeting and then comment on the meanings 
derived).  Other service opportunities exist which allow for expression of service to our fellow man. 
 
Membership Pledge: 
 There is a national membership suggested pledge of $40 for Pohick Church chapter members.  
Chapter members also drop money into a basket at each meeting to help fund the many activities we 
sponsor ($2 per meeting is typical).  However, such contribution is not a requirement of members only a 
voluntary act of support. 
 
Chapter Year:   

November 30 of each year is Saint Andrew’s Day on the Episcopal Church calendar and marks 
the beginning of the chapter year.  Chapter Officers are elected and installed to coincide with the Chapter 
Year.    
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Tab 1 
Annual Activities: 

Each year the Brotherhood sponsors and provides events which celebrate a variety of causes or 
events some of which are: 

• George Washington Birthday Eucharist, Breakfast and historic speaker.  

• St. Patrick’s Day Corned Beef & Cabbage Dinner 

• Crab Feast 

• Annual parish Pohick Country Fair - Food Concession 

• Other Ad Hoc Special Events may occur 
 
Chapter Officers and Duties of the Chapter Officers: 
The Chapter Officers are elected annually and are as follows except as noted: 

Director  
Vice Director  
Secretary  
Treasurer (usually a two year term) 
Chaplain (an office held by the Rector)  

 
Ending Comment: 
 If you consider joining the Brotherhood you won’t be expected to make every meeting though you 
may find you want to.  The men in our group are cordial, friendly, fun to be around and generally make for 
a spiritual uplift that is hard to describe.  That is why it is so essential just to experience the meetings so 
you can see and feel the camaraderie for yourself.  It is just awesome. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tab 1
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The following is the outline of the process to follow to serve any alcohol at our fundraising 

functions.   

1. First get the Vestry’s permission to serve alcohol.  Follow written guidance from them 

attached as Tab 1.    It will be necessary to provide a Alcohol  Control Plan as 

required by the Pohick Policy attached as Tab 1. 

2. The Virginia Alcohol Beverage Control (ABC) Banquet License must be obtained as 

required by the POLICY Section IV.D of Tab 1 to this Appendix.   

3. Note those events that are on the pre-approved list of the POLICY Section III.   

4. SOMEONE TRUSTWORTHY MUST BE WATCHING OVER/IN CHARGE OF THE 

ALCOHOL AT ALL TIMES THAT IT IS ON CHURCH PREMISES 

5. All Brothers involved in Serving or Control of Alcoholic Beverages must review and 

understand Tab 1 of this Appendix.   
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